BY ORDER OF THE COMMANDER KAFB INSTRUCTION 36-2501

HEADQUARTERS, 377TH AIRBASE WING (AFMC)
KIRTLAND AIRFORCEBASE, 1 DECEMBER 1999

KAFB SENIOR AIRMAN BELOW-THE-ZONE
PROMOTION PROGRAM

COMPLIANCE WITH THIS PU BLI CATION IS MANDATORY

NOTICE: This pulication is available digally onthe Kirtland Website: http//www.kirtland.af.mil. If
you lack access contact tle Publishing Office (37 CS/SCSP).

OPR 377 MSSDPMPE (SSg¢ Pete Padilla) Certified by: 377 MSS/DPMPE
(MSg Susan Ba#r)
Supersedes KAFBI 36-2501,7 April 1997 Pags: 9

Distribution: F

This instruction implement&F Policy Directive36-25, Military Promotioy and Demotion It establshes
the KAFB Senia Airman (SrA) Below-the-Zone (BTE) Promdion Program. It applies o all Air Force
activities assigreeto Kirtland Air Force Base(KAFB).

SUMMARY OF REVISIONS

Changes nominatiorofmat procedur® commander’s nominationggonsibilities, large unit instructions
for turning quota oveto CentraBase Board, andestructured score sleé Changs are noted wth a H.

1. Program Objective. This pragram provides exceptionally well qualifi ed airmen first class (A1C) a
onetime consideration for @motion b senior airman (B\) effectivesix months prior to the fully quali-
fied point.

2. Quotas Quotas areestablishedat 15 perent of the eligibles (based on time-in-gradelG) and
time-in-service TIS) only). The MilitaryPersonel Flight (MPF) determines quotagd oliains the MPF
commandess approval before distribution of quotasinits. Quotas are tsad on numbers show below:

2.1 Computation.Eligibles mutiplied by 15 percent equals the quoExample: 13 eligilesx 0.15
= 1.95, or 2 below-the-zore quotas. (Note: Percentages 60.5 ormorearerounded up.)

2.2 Distribution.
7-9 1 30-36 5
10-16 2 37-43 6
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17-23 3 44-49 7
24-2¢ 4 50-56 8

Large unit{seven @ moreeligibles) receive quotaand pronoteat the unilevel using the gdelines set
forth in thisinstruction. Small units(six or less eligides) are combind into ore pool d eligibles b form

the 377th Ar Base Wing 377 ABW) Centrd Base BoardCBB) population. Both large anl small units
will nominateeligiblesto theappropriatédoard usig the guidelineset forth in this instuction.

2.3 Large units may turn in thequota. Lage wits not wishing to use their quota mayatl® turn
their quota over to the B Units that edct this opton may not competany of theirmembess at the
CBB.

3. Method of Nominaing. Units will conside all individualsmeeting TIS andTIG requrements, even
if they are emporary duty assgnment (TDY), on leave orhave departed permanent change of station
(PCS) during or afte the pocesing month (i.e., Heruary, May, Augst, and November)or that qar-
ter's sdection. All individualsappearing on he digibility listing must beconsideed, but this d@s not
necessarily mean they mst be nominated. The commander should review their personnel record, per-
sonal information file (PIF), discuss the casiderationwith the supervisor ad chain of commnd, et.,
befare making a ecision to nominateronot to nominate. Uhcommanders areresponsible for ntfying
eligibles thatthey were nominatedrovere no considered wh written justification. (Seeattachment 1
and 2)

3.1. Largeunits will prepare board minutes aprovidethem b the MA-, Career Enhancemerfgec-
tion, 377 MSSDPMPE. Ranking oder for alternates isccomplisled bagd on totalscore. Minutes
will reflect rank order of alternates. Alternateswill be seleded in the event a sledee is removed
befare the efective date. If the alternateelectees’ date d rark (DOR) is past due,they will receive
the oiginal BTZ date of rank anén dfective date of the unit commander approval. (attachment
3)

3.2 When nominatig to the 377 ABW (BB, unitcommanders will:

3.21. Determine which AlCsdeserve BTZ consideration and namate accordindy. Deserving
airmen usually distinguistthemselves tlough rapid completion of upade taining, attaining dis-
tinguished @ honorgraduatestatus attechnical taining, participating in unit, base, and commu-
nity activities and completing or pursuingfttduty edu@tion. Most importantly, these
individuals usially perform at a leel tha far exceels standards as eidenced by an effective,
enthusiatic peformance reportThecommancer andfirst sergeant must condtia qualityreview
of all airmen beig corsidered for BTZ promotion. This ersuresonly those desving of promo-
tion ae promotd (i.e., no unfavorable infonation file (UF), Article 15, and not on the weight
managementrpgram).

3.22. Underdine nominee’s name on the unit BTZ eligibility listing and eturn it to 377 MSS/
DPMPE aong with an AF Form 1206, Nomination for Award, for each naminee. (See para-

graph5.2.) Unit Commanders maybmit more than one aman, but no mee than thd8TZ quota
authorizd for the BB. For the procss to be fair and equitable tafall packages are complete
(enlisted perfamarce reports(EPR), A/ Fooms1206,and signed set#ion roster), are de to the
MPF at the sameimme. Thereforg the CareeEnhancement Section wil establish a sigpenseor

the signedBTZ listing and AF Form 126. MPF will not accept late nomingion packagesand

will notconsider membexfor BTZ.
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4. EPR Requirement. An EPR isrequired for al A1Cs (without aeport) who ge eligble for BTZ con-
sideration. Supevisors mustcomplete an EPR prioto unit commande consideration.An EPR notice is
auomatically generated from HeadquartersAir Force on eligibles who require an ERR. If you do not
receivean EPR shell on aneligible individual, contact 377 MSS/DPM PE to obtan one.

5. Nomination Format.

5.1 Unit commanckrs are resporsible for ensuring nomiration pakages neet all requirementsset
forth in this instuction.

5.2 Submit nomination encompgsing theairman’sentire career onan AFForm 1206.The AF Form
1206 must not contain iformation aleady covered ithe EPR and will cosist of a maximum of 25
lines excluding headers. Use abscriptive bullet statements o reflect exactly what the ominee has

accomplished. Nominations mugt include all the fdlowing caegories fio writing allowed on he
heading line):

5.2.1 Leadership and Job Performancein Primary D uty . The member's l@dershipand job

performance in pmary duy, including the development afew techniquesshould contribute sig-
nificantly to inaeased mesioneffectivenss.

5.2.2. Leadership Qualities(sccial, cultural, ard religious activities). Themember should con-
tributetangibly or intangibly @ the military or civilian community’s welfare, morale, o status.

5.2.3 Significant Self-lmprovement. The nember stould show this inprovemert through
off-duty educatn, echievementan professiomal or cultural societiesor associations dewel op-
ment of creativabilities, aml soon.

5.2.4 Other Accomplishments. Describe the nature and resutsthe member’s other accom-
plishments thaset him o he apat from others wihin the organization.

5.25. Articula te and Positive Rpresentaive of the Air Force. De<ribe how the member
demorstratedability as anarticulate and pstive enlistedmember 6theAir Force.

6. SelectionBoard. The 377 ABW/QC will select membertor the CB. Four membes will compae
the board: one chef master sergeant and three enior master sergeants or naster sergeants. The dief
master sergeant withair the BB. Largeunits will establis their own boad compodion. However, at

a minimum,boardswill consst of seniar noncommissioed officer (NCOs)and the ranking member will
chair tre board.

7. Board Procedures.The 377 ABW CBB will normaly convene on he third Wednesday of the kst

morth of the quarter (March, June, September, ardeinbe). If the regularlyscheduled dy falls on a

nonduty day,theboard will be hetl the next duty dayroas speified by 377 ABW/CC. In the event of
exercises oslerts, boardswill be reschedulel asrequired.

7.1 The 377 MSS/DPMHE will prepare seéction folders and provide thkem to each board memier
two daysprior to the CBB. Seletion folders wll consistof all EPRs,decration dtations, BTZ
record of individud personel (RIP), and @ AF Form 1206,Nomination for Award .

7.2 Nomineesmust physially appear befe the board.With prior approval fron 377 ABWICCC,
the promotion authority can waive nomiree appearance due to TDY, €S, etc. Theboard wll use
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Video Tekconferencing and or convene a sparaterecord board forthose menberswith apgproved
waivers.

7.3. Nominees will meet their regetive board on the day egified and at the timeaheduled by 377
MSS/DPMPE. They mustrepot 15 minutes biore ther scheduled boardtime.

7.4. Uniform for nomines ard boad members is service dressEach board member will &sa total
of three questions fom ary of the following categaies. Air Force histoy, erforcing standards, cus-
toms and courtesig, standirds of condat, and current eents.

7.5. The board will interview and s®re ead nominee using the 377 ABW SrA Below-the-Zone
Score Sheet attachment 4.)

NOTE:
The bard president is a non-viing memigr except n case da tie. The combined scorBem the tiee
boad members wildeterminavho is seleted. Thehighestscae(s) determines theelectee(s).

7.6. Boad members marecommend person be deeme “nat promotion eigible” via appoval by
377 ABW/CC through the 377 ABW/CCC.

7.7. The 377 MBS/DPMPE will prepae boad minutes inmediatey following the CBB for 377
ABW/CCC and 377 ABW/CC review and approvakck nominee’s unit commander will be asbd
of the CBB results 6llowing 377 ABW/CC approval.

JOEPH H. VIVORI, Lt Col, USAF
Commander, 37fhtMission Suppot Squadron
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Attachment 1
SAMPLE LETTER TO ELIGIBLE--NOMIN EE

DEPARTMENT OF THE AIR FORCE
3vAir Base Wig (AFMC)

MEMORANDUM FOR INDIVIDUAL

FROM: (Unit/CC)

SUBJECT: Senior Airman(SrA) Below-the-Zone(BTZ) Notification

1. | am pleased b recommend you b med the SrA BTZselection board. Your accomplishments place
you & the t@ of your peers athdemonstrag potential for acelerated promdion. | will advise you of the
date, time, athlocation o the board,and whayou nee to do. Thank youfor your outstandirg work and

| wish you tle bestwhen neeting the boad.

2. Pleae address questions to (unit fst sergearits grade, ame, duty phone).

(Commander’s Signatue Block)
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Attachment 2
SAMPLE LETTER TO ELIG IBLE--NOT CONSIDERED

DEPARTMENT OF THE AIR FORCE
3vAtr Base Wing (AFMC)

MEMORANDUM FOR INDIVIDUAL

FROM: (Unit/CC)

SUBJECT: Senior Airman(SrA) Below-the-Zone(BTZ) Notification

1. | have cartully considered youperfamane, bu am unabled nominate yoto competdor StA BTZ
promotionconsideration.This should not ke interpreted asan indicatio that you are undegrving or not
qualified, bu a reflection othe competitie natue of the selection process. | apprecate your contribu-
tions b our mission,and | ercourage you ® continue ® work hard.

2. Pleae address questions to (unit fst sergearits grade, ame, duty phone).

(Commande’s Signatue Block)
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Attachment 3
SAMPLE BELOW-THE-ZONE (BTZ) RECONSIDERATION

EPARTMENT OF THE AIR FORCE
3i7Atr BaseWing (AFMC)

MEMORANDUM FOR 377 MSS/DPMPE

FROM: (Unit/CC)

SUBJECT: Below-the Zone (BTZ) Remnsiceration

1. AL1C (full name, so@ security number), wasthe pimary alternate athe BTZ Board held on
AlC is to be resufered for BTZ based on thfact thd a previous
selectee tas been non-recommenddor promotion.

2. A1C @R will be , effective

(Commander’ s Sigreture Block)
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Attachment 4
377 ABW SRA BELOW-THE-ZONE (BT Z) SCORESHEET

NOMINEE:
NAMEUNIT

BOARD MEMBER:
RANKNAME

1. RecordsReview-EPRs and DecoratiorfMax 6 points'Score

2. AF FORM 1206--Nominatian (Max: 55 points)

a. Leadeship and Jb Perfamarcein Primary DutyScore
Max: 19 ponts

b. Leadership QualitieScore:
Max: 9 pants

c. Significart Self-lmprovemenScore:
Max: 9 pants

d Othe AccomplshmentScore
Max: 9 pants

e. Articulate aml Pcsitive Repraentative of the Air ForceScore:

Max: 9 poirts

TOTAL PACKAGESCORE (Max 61 points Total Score

3. Board Proceedings(Max: 30 pointger board ramber). Scoe only on yoursubjec¢ area. (Three
guestions-Max: 18 points)and communicativskills, military bering, ard appearance

(7 points eachraa--Max: 21 points). This section candiscored in half-pointincrements.

a Communicative SkillsScore
Max: 7 pants
b. Military Bearin(Score:
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Max: 7 pants
. AppearanceScore
Max: 7 pants
d. Board Question Max: 18 ponts

(1) Air Force HistoryEnforcing Standards
(9 Customsard Coutesies/Standards of Condti
(3) Current Events Score

TOTAL BOARD SCORE (Max: 39 pointg Total Score

4. Grard Totd (Package Scoe plusBoard Score)Max: 100 poird):
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